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Accountability and Development Review: 
Administrative and Professional Services, Technical Services and Operational Services Staff
Please complete the form as appropriate. If you are unsure how to complete it please contact your Reviewer or the HR team. The form should be submitted to your Reviewer at least one week in advance of your ADR meeting.
	Reviewee’s details

	Name
	XXXX
	Department/ Directorate
	XXXX

	Job Title
	Secretary
	Reviewer
	Mrs A

	Date of Review meeting
	31.01.11
	Review Year
	2010


	Review of Past Contribution and Achievement

	Evidence of contribution and achievement over the previous review period including delivery against objectives set and contribution to Department/Faculty/University aims and objectives.

	Reviewee’s comments
1.
Course / Student Administration:

I believe I have contributed well to these activities, having completed all tasks required.  These items have been regularly discussed at 1:1s throughout the year and Mrs A and I have agreed that these have been successfully achieved.  I have had some excellent feedback from prospective students and also from departmental staff with regards to the efficiency, accuracy and personable manner in which I deal with the queries which come in, both via phone and email.    I have become more familiar with the use of Sharepoint this year, although I intend to further develop skills in this area, and have begun to upload teaching and research information to our site which is already proving to be successful.  

I have also identified scope for improvement in the course handbooks which I believe could be transferred into PDF format and downloaded from the department’s webpage.

2. Provision of Management Information

I have given my best efforts to this activity which Mrs A has acknowledged during our regular catch-ups, however presenting analysis of data is an area where I have identified that further training would perhaps benefit me, in order to improve delivery on this objective.  On the whole, all of the above have been achieved appropriately, albeit we have agreed that more input is required from departmental colleagues and the Faculty Office as to the specifics of the detail required for some reviews which we are asked to participate in.
3.
Develop and maintain strong relationships within Department and with other key stakeholders

Throughout this year, I have developed relationships with both new and existing departmental staff.  I am often called upon to assist at short-notice with various projects or meetings where administrative support is required and do my utmost to accommodate such requests while keeping my eye on the ball as to what must remain priority at that time.  This does at times, mean that I have to advise I am unable to provide support, or suggest that meetings are re-arranged to allow me to do so.  My approach and ability to persuade others towards a solution more convenient to all has often been commented on, and both I and Mrs A have received feedback on how well I connect with others in the department.  

Also this year, I have had more involvement in the administrative side of departmental recruitment, assisting the HoD with revising job descriptions, and co-ordinating the recruitment process.  This has involved regular liaison with HR colleagues and has also provided some valuable learning points for me.  This is an area I hope to continue to provide support in as I find it interesting and is an external relationship that I would like to continue to build upon.  For the first time, this year, I assisted Mrs A with the co-ordination of the Quinquennial review which of course involved liaising with various members of the department but also the Faculty Office.  Whilst this task was quite challenging at times, it is the type of work I would like to do more of, and I do enjoy working with and developing relationships with colleagues outside of the department.

4. Effectively contribute and deliver on assigned projects such as up-skilling our Modern Apprentice, reviewing of department website and co-ordination / attendance at undergraduate open day. 

The 3 projects to which I was assigned have on the most part gone very well.  I have worked well to develop training materials with Mrs A to support Miss B our MA, and have also set aside time each week for her to participate in work-shadowing sessions with me.  Throughout this I have learned to adapt my pace of work to suit Miss B's learning style and to ensure that she is given tasks to allow her to put to use the skills and knowledge from recent training sessions or work-shadowing sessions.  

I have reviewed the department website and in conjunction with Mrs A have made some quick-fix changes where information was out of date or missing.  I have made some suggestions as to improving the look and layout of the website, making it more user-friendly and containing more course information etc, however to be able to do this work, I require further training in this area and am actively investigating the available options for this.

I successfully co-ordinated all required inputs and publications for the undergraduate open day, however due to conflicting demands I was unable to attend the actual event.   


	Reviewer’s comments
In the main, this has been a successful year for XXXX and I am pleased with her contribution to her own and ultimately the department’s objectives.

XXXX mostly has a positive outlook to anything she is assigned or asked to undertake and her personable nature is often commented on by others in the department.  She has made good progress at building relationships with stakeholders external to the department and I would like to see her continue with this into 2011.

I would agree with XXXX’s commentary on her progress against her first 3 activity areas and these are reflective of the regular discussion we have had throughout the year.  XXXX is usually good at pointing to development areas and on investigating ways in which she can fill these gaps, however one area for improvement which I have had to discuss with XXXX in recent months, is in the area of organisation, time management and expectation management.  XXXX is mostly well-organised, however from time to time does struggle to balance her workload.  This is usually due to excessive requirements or conflicting demands and XXXX can find herself in this situation due to being over-accommodating.  I would like to see her be slightly more assertive going forwards to reduce the likelihood of such occurrences, however she also needs to take the time to keep me up to speed as her manager as to the status of her workload.  XXXX was unable to attend the open day due to her agreeing to assist a senior colleague with a piece of work that had a tight deadline close to the open day.  Had she discussed this with me first, we would have bottomed out earlier on that more was involved in this than what was detailed in the briefing note.  In the end, I had to attend the open day in XXXX’s place, having to reschedule my own workload to accommodate this, and being less familiar with much of the materials as XXXX had worked hard in the preceding months to revamp these.

Having noted this, I do not wish to detract from all the good work and contributions XXXX has made throughout the year, and I absolutely believe that if she can turn this around with support from myself, this will only assist her in furthering the value of her contribution to the department.  



	Objective Setting

	Detail objectives for the forthcoming review period that will support the achievement of Department, Faculty, University aims and objectives.

	Objectives
	Measurement
	Target date
	Progress review comments 
(please date comments, including confirmation of completion date.)

	1. Course/Student Administration:            * Manage enquiry process (pre-application enquiries for both undergraduate and postgraduate courses) with view to contributing to the improvement of the overall customer experience within the department.                          * Assist with preparation of undergraduate and postgraduate handbooks, working with course coordinators to reflect any recent content changes; and also with IT to make any possible improvements from those identified in 2010. * Co-ordinate the development and maintenance of records/database of undergraduate and postgraduate teaching and research information for both departmental and Faculty/University Requirements.
	
* Results from Customer Survey (this will select random sample from email queries sent to general mailbox)
* Student and Colleague feedback
* Colleague and Line Manager feedback.
* Delivery of project objectives to agreed timeline.
* Increased availability of / access to resources (e.g. on Sharepoint).
* Colleague and Line Manager feedback.


	
* On-going, with quarterly reviews on or around 07/04/11, 07/07/11, 07/10/11 and 07/01/12.
*28/02/11 (review and suggestions)
* 31/03/11 (contribution to final versions)
* On-going, with significant progress expected by end of 2nd  Semester – 03/06/11.


	

	2. Provision of Management Information                  * Regularly provide accurate up to date MI to key stakeholders      * Meet MI deadlines      * Contribute to the analysis of data, highlighting any trends  * Take responsibility to ensure records/ recording systems are kept up to date in order for accurate MI to be produced 
	
* MI reports are run and distributed on schedule.
* Reports are fit for purpose, incorporating appropriate analysis.

* Line Manager and Colleague feedback.

	
* Sync with departmental reports required and any reports requested by other departments, e.g. Faculty Office.

	

	3. Develop and maintain strong relationships within dept and with other key stakeholders * Build and maintain strong relationships with HoD and all other departmental colleagues                   * Build and maintain strong relationships with the external University community specifically focusing on areas with which the department has regular interaction                   * Consistently receive good feedback from internal and external stakeholders                * Provide high quality timely service to department and others who may require information / reports from time to time       * Maintain an effective level of stakeholder management 
	
* Line Manager and Colleague feedback.
* Feedback from external stakeholders


	
* On-going all year to 31/12/11 – with regular updates provided at 1:1 progress meetings.

	

	4. Effectively contribute and deliver on assigned projects:            >Deliver on assigned projects to set deadlines          >Manage expectations around delivery   >Produce high quality work                     >Be proactive, demonstrating initiative when working on projects              >Keep stakeholders up to date re progress >Take responsibility and ownership for completion of assigned projects                      * (Project 1) Create and maintain a user-friendly database system to record titles and summaries of all departmental publications.  This will assist in the department’s preparation for the REF.                           * (Project 2) Prepare for and attend Undergraduate Open Day, ensuring any suggested improvements from 2010 are actioned where possible.                                                                                                                                                   .                                 .                                 .                                 * (Project 3) Attend Health and Safety Module with a view to becoming Departmental Safety Convenor when Angela commences maternity leave in June.
	
* Availability of user-friendly system within given timescale.  

* Line Manager and Colleague feedback.

*Draft materials available for review within given timescale.                         * Finalised materials available within given timescale.                         * Attendance at open day  * Attendee and Colleague feedback. 

* Attendance at H&S module.

* Successful completion of required assessment.

* Feedback from H&S colleagues regarding completion of required duties and regular reports as direct by H&S.

	
* 30/06/11

* 30/04/11 (draft materials)  

* 31/07/11 (finalised materials)           * 01/09/11 (OD)
* Attendance & completion of assessment by 31/05/11.

* H&S duties commenced by 16/06/11.

• Successful completion of duties during period 16/06/11 -31/12/11 

	

	5.      
	 
	     
	

	6.  
	     
	     
	


	Learning and Development

	Review of Past Learning and Development

	Evaluation of how any learning and development undertaken during the previous review period has enhanced job performance, effectiveness and contribution to personal/Department or School/Faculty/University aims and objectives.

	Reviewee’s comments
I completed a coaching skills e-module earlier on this year, having identified this as an area I should seek to develop in to be able to support Miss B as best as possible.  This was very useful and also introduced me to the GROW model for coaching.  I would hope to further develop in this area at some point, and am aware of a face to face course run by the same company, involving group activity and more scope to assess yourself and others. Unfortunately, the department’s budget will not stretch to this at present and I have identified other areas for development next year which need to take priority.

I have undertaken first-aid training this year as the previous departmental first-aider transferred to another department.  Whilst not directly related to my role, this has added to my wider skill-set and is likely to prove useful in the department.  


	Reviewer’s comments
I have seen a notable difference in XXXX’s confidence when it comes to supporting Miss B, and I believe the coaching skills course she attended has certainly been value-add both for her own development and to the department.  I note XXXX’s comments re the further course in this area, and should there be any movement in the budget this year, I would look to try and accommodate this, otherwise priorities permitting, I would hope to put XXXX forward for this in 2012.

	Learning and Development Plan For The Forthcoming Review Period 

	The learning and development activities to be undertaken in support of objectives for the forthcoming review period.  Consider all methods of development, e.g. peer observation, specific project work, coaching and mentoring, self study, external/internal courses, CPD, e-learning.

	Development activity
	Preferred mode of learning
	Actions/target date/responsibility

	1. Stakeholder Management
	E-module
	30/04/11

	2. Web design and maintenance
	We have identified a course involving both face to face and virtual delivery methods, and are investigating costs.
	30/06/11 (budget dependant)

	3. Data analysis and presentation
	Via Line Manager and Senior Colleague who have agreed to provide development sessions and coaching in this area, basing learning on current and on-going work requirements.
	On-going.

	4. 
	
	


	Additional Comments

	Detail comments in relation to elements not covered elsewhere.  This might include career/personal aspirations and anticipated changes to the role or within the Department or School over the forthcoming review period.

	Reviewee’s comments
No further comments.

	Reviewer’s comments
     


	Signatures

	Please sign below to confirm completion of the Accountability and Development discussion and agreement in relation to Objectives and Learning and Development Plan for the forthcoming year.

	Reviewee
	     
	Date
	     

	Reviewer
	     
	Date
	     

	Head of Department/ School’s or senior nominee’s signature
	     
	Date
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